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Thank you for downloading this ebook. 


Over the coming weeks | am going to be showing you some cool stuff you can do in 
MS Access. | will be sending out FREE videos and PDF documents demonstrating a 
wealth of techniques and information. 


Some samples are 


How to create a spell checker in your Access forms 

How to run Word documents from Access 

How to interface with Excel 

Determine if your date falls on a national holiday or a weekend 
How to make your text box change color depending on your data 
Control the number of records that get printed in your report 
How to import worksheets from Excel 

Handling database corruption 

Good form and bad form design 

How to duplicate one form record into another at the touch of a button 
How to email tables, queries etc right within Access 


And many many more...... 


It does not matter which version of MS Access you are using. You are bound to find 
something useful in the content you will receive. 


For FREE Access ebook and videos click here 
http://access-databases.com/ebook 
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Microsoft Access has been part of the Office suite of programs for many years. The 
Office suite dominates the world of desktop office software. | started using Access 
from version 2 onwards. My initial thoughts were that it was a wonderful user friendly 
development tool for beginners and expert users alike. My belief has not changed. 


Microsoft over the years have listened to the concerns of users and have taken 
Access forward with each release. There has been some snobbery in the I.T. world 
towards Access. This is usually among hardened programmers and developers of 
large systems. In my opinion they are missing the point. You really would not use a 
corporate style solution for a simple desktop application for around 10 users. 


The advantages as | see it are 


Access contains the best reporting tool of any development package. 

It is wonderful at cleaning up data. 

You can create a quick simple database in minutes. 

You can create more complex systems using the built in programming 
language 

e Access can talk and integrate to other applications in the MS Office suite such 
as Outlook, Excel and Word. 


There have been stability issues over the years due to the more data stored in the 
system. However, it is at this point that you know you have to upscale to a more 
robust solution such as Visual Basic and SQL Server. You are not going to create a 
flight booking system in Access for example. You could, but it would not be practical 
due to the volume of data you would be storing. 


How should you create your Access database system? 


Before doing this you really need to know your requirements. What exactly is it you 
want your system to do? Write down a few ideas and you will find your system will 
come together on paper. For example for an invoicing system we may outline as 
follows: 


Record customer information 

Record order information 

Mail or email each customer or supplier 
Create reports on customer information 
Create reports on invoice information 
Add product information into the system 
Record customer payment details 


Already you can see a few screen ideas there. For instance we can have a screen for 
recording customer information. Another for payment information and another for 
order information. 


Do we need the ability to update and delete data? 
Will some screens be read only? 
Do we need to record the time and date of the order? 
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Do we need to create a customer mail shot ? 
Do we need to create mailing labels? 
Can our data be exported into Excel for accounting purposes? 


You can also see that we have other components from the Office suite coming into 
play here. For instance a mail shot? We could mail merge our MS Access data with 
MS Word to create mail shots. We could do the same with mailing labels. Excel — yes 
we can export our data very easily into Excel for accounting or even forecasting 
purposes. 


By fleshing out some ideas here we have not only created ideas for screens, but also 
we have an idea of the data storage backend. Data in Access is stored in what is 
called tables. In this case we would have a separate table for customers and 
payments. The screens we create will get it’s data from it’s related table. For example 
the customers screen will be using the table called customers to store it’s data. 


It is a good idea to also sketch out how you want to present the data. Do you want to 
see a view of how many sales you got in August? Do you want to know the total 
value of sales or how many overseas customers you have? To view data in this 
fashion in Access you set up what is known as a query. You can use this query as a 
basis for a report or even a screen. Queries are very powerful in Access. 


There can be a tendency to add too many features into your system. This can make 
the system bloated and slow. We have all seen examples of this with commercial 
software we have bought. Try and keep it simple and only stick to what you really 
need to do your job. Do you really need your database to contain a built in web 
browser when you just as easily use IE or Firefox? 


| will now take you through creating a simple system for recording customer and 
sales information. Bear in mind this is a general overview outlining certain Access 
database features. It is possible to expand this to create a full blown system. 


| have used Access 2000 for the examples in this ebook, but they will work just as 
well for any other version. 


GETTING STARTED 


The database window is the hub of Access. It contains all the objects you will create 
and use in your system. For example tables, forms, queries, macros etc. If you need 
to create a new form go to the database window, click the forms tab and select new 
form. To bring the database window back into view at any time press your F11 key. 
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CREATING A TABLE 


At the database window click ‘Tables’ and then the ‘New button’ 


gŒ db2 : Database 


New ; 
=se table in Design view 


Create table by using wizard 
Create table by entering data 


Objects 


HH Tables 
Queries 


Forms 


Reports 


a Pages 


Macros 


Modules 


E3 Favorites 


Select the design view option 


New Table 2| x| 


Datasheet View 


Create a new table in Design 
view, 


Add your first field and give it a name. It is advisable to make the first field and ID or 
identifier field. You will see why later, but essentially it is used to link other tables to 
this one. 
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Give the field a name — In this case | have used the name CustomerID. | tend to 
name my fields using no spaces between the words. 


© Table1 : Table 
a Field Name 
LD | 


CustomerID 


Lookup Wizard... 


Select the data type. For ID fields it is recommended to use auto number as the data 
type. The auto number data type will increment your ID by one each time a record is 
added and saves you having to do this yourself. 


Example 


John Smith ID=1 
Kate Wilson ID=2 
Joe Bloggs ID=3 


It is also advisable to make an ID field have a Primary Key. This means that the field 
is unique and will have a unique ID. To do this right click the field name and select 
‘Primary Key’ from the menu. 


m Field Name 


AutoNumber 


& Cut 
Copy 


A Paste 


= Insert Rows 
=» Delete Rows 
IN Build... 


Properties 
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| will now add in additional fields. 


Field Name 
@ | CustomerID AutoNumber 


FirstName Text 
LastName Text 
Address1 Text 
Address2 Text 

P| Address3 Text 
Tel Text 
Email Text 
Web Hyperlink 


| have used text as the data type for some fields and they have a length of 50. You 
can adjust this if you require by clicking on the field name and looking at the 
properties that appear. For example: 


Field Name Data Type 
CustomerID AutoNumber 
|_| FirstName Text 
| [LastName Text 
|_| Address1 Text 
| | Addresst Text 
| | Addresst Text 
| |Tel Text 
| {Email Text 
| |Web Hyperlink 
E 
E 
E 
A 
m 
E 
go 
m 
o 
= 
O 
=] 
[=] 
E 
O 


General | Lookup | 

Field Size sol 
Format 

Input Mask 

Caption 

Default Value 


Now save the table by clicking the save bution tel lon the menu bar. 
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| am calling it tolCustomer. It is a good idea to prefix tables with the letters ‘tbl’. We 
can do the same with queries and use ‘qry’ or for forms use ‘frm’. 


Save As Whe x| 


Table Name: x | 
[tblCustomerl 
Cancel | 


You now have a customers table to store information. 
You could open the table and add records in this fashion if you choose. 
At the database window right click the table name and select ‘Open’ 


GA open BE Design (New | x | Po SEE 


Create table in Design view 


& Tables Create table by using wizard 
z Queries Create table by entering data 
as 
a m 
= ate 
iz. Reports 3 n view 
Z Print... 
fs! Aoi [& Print Preview 
Macros y a 
Modules a 
Save ås... 
Fa Favorites Export... 
Sand Tn > 


You will then see a table view or what is termed as a datasheet view of your table. 


| | CustomeriD | FirstName | LastName | Addresst Address3 | Tel | Email | Web | 


(AutoNumber) 


Try typing in the CustomerID field. You will notice that you cannot type in anything 
there. The reason for this is you set that field to be an Auto number field. It is only MS 
Access itself that can change values in that field. 


Move the cursor along to the other fields and you will find you can type something in. 


Adding data in this way is fine, but it is not very user friendly or visual. A better way is 
to use a form. 
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CREATING A FORM 


At the main database window click the forms tab and select ‘New’ 


Œ db2 : Database -10| x] 


Æ Tables Create form by using wizard 


as! Queries 


ES! Forms 


Reports 


oO Pages 


Macros 


Modules 


Ea Favorites 


New Form ?|x 


Form Wizard 
AutoForm: Columnar 
4utoForm: Tabular 


AutoForm: Datasheet 
Create a new form without Chart Wizard 


using a wizard, PivotTable Wizard 


There are various options here. The form wizard option will create a quick, simple 
looking form. However it is better to become familiar with form design yourself and 
you will gain a better understanding if you select ‘Design View’. 
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We need to bind the form to a data source. Remember the table we created earlier 
called ‘tolCustomers’ — this is what we will use as our data source. 


Form Wizard 
AutoForm: Columnar 
4utoForm: Tabular 
AutoForm: Datasheet 
Chart Wizard 
PivotTable Wizard 


x] 


Create a new form without 
using a wizard, 


Choose the table or query where 
the object's data comes from: 


Cancel | 


Select the data source from the dropdown box and then click the ‘ok’ button. 


You will see a blank form has been created and also a list of fields from the table 
‘toiICustomer’ is shown. 


& Formi : Form = 


S tbiCustomer 


If you don’t see the fields you can select them from the menu bar by selecting ‘View’ 
and then ‘Field List’. 


pe Design View 
Form View 
Datasheet View 


Properties 


E e t 


Tab Order... 


2 Code 
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Now we are going to add a field to the form. 


To do this click on a field and while holding the mouse down on it, drag it to the form. 
Release the mouse button and you will see your field on the form. 


& Formi : Form 


If you want to add all the fields at once to the form simply double title at the top of the 
field list. 


ATE ă x 


The field list will then become highlighted. 


While these fields are highlighted hold your mouse down on any field and drag it over 
to the form. Release the mouse button and you will see all the fields on the form. 


5 Form1 : Form BE 


5 tbiCustomer x| 
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Run this form to check out how it looks. To do this go to the ‘View’ menu and select 
‘Form View’ 


view Insert Format I 
a Design View 
Form view 


Datasheet View 


Properties 
Tab Order... 


w Code 


Try entering some data here 


LT ox 


CustomerID: E) 
FirstName: [fon 
LastName: [mth 
åddress1: [The Mews 
Address2: [11 New High St 
Address3; [london 
Tel: [0207 5439400 —~CO 
Email: fismith@hotmail.com 


Web: WWW. anysite.com 


Record: 14 | 4 If 1 > [>t [ræ] of 1 


You will notice the web address turns blue to show it is a hyperlink. The data type we 
selected automatically handles this. This form is not the greatest design in the world 
and we can work on it to make it look better. If you notice the field names have their 
labels as one word. For example ‘FirstName’. This is due to how we entered it in the 
original table data source. We can change the display of the label on the form and it 
won't in any way affect the table. 
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Lets now go back and make some alterations to the form. From the menu at the top 
select the ‘View’ option and then select the option ‘Design View’. 


| view Insert Format Recc 


bg Design view 
Form view 


Datasheet view 


Subform Datasheet 


Properties 


Toolbars > 


We are now back at the design view of our form. 


Right click on the label ‘FirstName’ and select the properties option. 


ae =} Tab Order... 


> FilljBack Color 
A Font/Fore Color 
[= Special Effect 


Hyperlink 
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You will now see a list of properties 


7) Label: Label3 xj 


Format | Data | Event | Other All | 


Hama e eae aap abel a 
CAE iGo Oop 0 D-olorcNa A FirstName: 
Visible... .. S ER Ves 

Display When . saaara Always 
PEE a a n cer No 

LEE o oaas EE 1.735cm 
TOE E N 1.887cm 
M a ia aeaa 1.508cm 
a a ra A A OO 0.423cm 
Back Ste e e a a Transparent 
Back COn E ican 16777215 
Special Effect........... Flat 

Bondar Stylin a A Transparent 
Bordet E0 nites ieee 0 

Border Wittig cesta sls e's Hairline 
Fore Cor a eaaa 0 

Fone Mame Tahoma 
BERE ra hag A O E ats 8 

Font Wg o sc cis Normal 

Eii E A OAO No 

Font Underline . aaau No 

Uietaces| a n a a E General 


We can sort out that problem of having the first name label as one word by adding a 
space between the words. At the caption property click on FirstName and add a 
space so it looks like the following: 


xl 
Format | Data | Event | Other All | 
Hamam Labels a 
GENO s es tas visi sve elise First Name: +] 
Wc loougodondocupood TE 
Display When. .......005 Always 
Vertical... ...... ee No 


Now the caption has a space between the words 


If you now click back on the form you will notice that the label now says ‘First Name’ 
as opposed to what we had before ‘FirstName’. 


This is much clearer and can be repeated for other form fields. 


To change the background colour of the form right click anywhere on it and select 
properties. Click the small button next to the back color property 


Back Calon aema -2147483633| El 
Special Effect... uaaa Flat 
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Select a color and click ok. 


Basic Colors: 


Custom Colors: 


BEE EEE ee 

BEE EEE g) 
Define Custom Colors >> | 

corea | 


| have changed my form now to have a greenish background 


CustomerID 


However, the label names are now hard to see so we should change them to a 
lighter color. 
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Move the mouse just above ‘Customer ID’ and click and hold. Now drag your mouse 
cursor so that you form a rectangle around the labels. 


CustomerID 


irsthame 
astName 


ddress2 


ddress3 


el 


Release the mouse button and the fields will have small selector icons around them 
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Now just move your mouse over the labels (do not press any mouse buttons at this 
stage). You will see your mouse pointer turns into a hand when you hover over the 
labels. At this point you should right click and bring up the properties window. 


Click the button next to the fore color property so that it brings up the color selector 
box again. 


Packay ttn Transparent 

Back Gok ici aa 16777215 

Special EEE wus cee ee Flat 

Border Style nica sere srs Transparent 

Borden colore a aS 0 

Border Width e caseus over Hairline 

Fore E T, J zl 
Font NaMe sooi scons aa Tahoma 

EOM e a iri nehcr 8 

Cank (aiahe flav sl 


Here | am selecting the white color for my label text 


Basic Colors: 


El el See 
ee ie Imi 
ADETE E ITE I 
A E 
EEE eee 
EERE BL 


Custom Colors: 


Define Custom Colors >> | 
OK | Cancel | 


Click ok and all the text in the labels you selected will have now turned white. 
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We have now changed the background color of the form as well as the color of label 
text. You can of course change the color of individual labels by clicking on each one 
and selecting properties and then fore color. 


CustomerID; 
First Name: 
LastName: 
Address1: 
Address2: 
Address3: 
Tel; 

Email; 


tahi 
Web, 


CustomerID: CustomerID 


| am calling it frmCustomers. Notice the prefix for forms ‘frm’. 


Save as O T 


me a 
frmCustomers| 
Cancel | 


Click ok and you will now have a single form and a table in your database. 
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CREATING THE SUB FORM 


Now that we have created a main form for recording customer information we now 
need to show sales information. We could do it by creating a sub form to hold sales 
information and link this sub form to our main customers form. 


Firstly we need to create the table to store the sub form data. | have created a basic 
sales info table as follows: 


& tblSales : Table 


| | Field Name 


'@ | OrderID AutoNumber 
|| CustomerID Number 

| | OrderNumber Text 

|__| OrderDate Date/Time 

| | ProductNumber Text 

| [Notes Memo 


Notice | have created a CustomerID field. We also created one earlier in our 
customers table. This is the field that links both tables. The data type was set as an 
auto number earlier in out customers table and for this new sales table we should set 
the CustomerID field to have a data type of Number. In the properties we should then 
set the field size to be long integer. 


We do not have to name the linking fields with the same name. We could call one 
CustomerID and the other xyz if we wanted, but it makes things clearer if we keep to 
something which makes sense. 


Recall we set the CustomerID field in the customer table to be a primary key. The 
CustomerID field in the sales table is what is known as a foreign key. We do not need 
to set it though. Just creating it and naming it is enough. 


There is a way of manually linking the tables using what is known as relationships, 
but | will leave that for another day. Let’s just get it up and running. 


Go back to the database window and select the forms tab. Select ‘New’ and then 
select the AutoForm: Datasheet option that appears. 


z] 


Create a new form without 
using 4 wizard. 


PivotTable Wizard 
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AutoForm: Columnar 
AutoForm: Tabular 


This wizard automatically 
creates a datasheet Form. 


Choose the table or query where 

the object's data comes From: 
tblCustomer 
tblProducts 
tblSales 


Select the table ‘tblSales’ to be the source of the form and click ok. 


You should now see a datasheet as follows: 


E OrderlD OrderNumber ProductNumber | Notes | 


Record: j< |f 1 > [orl] of 1 


Close the datasheet by clicking the X on the top right hand side of the datasheet 


-ioi xi 


Say yes when it asks if you want to save it and give it a name of frmSales 


Save As 2) xi 


pnt 
frmSales| 
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At the main database window you will now see that we have created two forms — 
customer and sales. 


Goren BE Design New | X | 22 |p EE 


frmCustomers 
frmSales 


az? Queries 
E Forms 
i- Reports 
a Pages 
Macros 


Modules 


Ea Favorites 


Now we need to wire the forms up so that we can see which customers have made 
sales. 


To do this right click the frmCustomers form and select design view. 
Gj oven BY pesin new | X | 20 Te 


Objects Create Form in Design view 


BH Tables Create form by using wizard 


FrrCustome 


az! Queries 
frmSales Open 
OE Forms | A Design View 
'~ Reports & Print... 
E Print Preview 
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You will need to bring the database window into focus so that you can see it 
alongside the form. Pressing the F11 key will show the database window. 


Select the Sales form and keep the mouse button pressed while you drag it to the 
main Customers form. Only release the mouse button when it is in position at the 
bottom of the Customers form. It should look like the following: 


CustomerID; 
First Name: 


LastName: 


Address1: 


Address2: 


Address3: 
Tel: 
Email: 


Web: 


Form Header 


ee i) OrderYumber | y 
Double click the top of the form to maximise it to full screen. 


E frmCustomers : Furm 


CustomerID; CustomerID 


You can now drag the sub form into position. Click on the sub form so that it is 
highlighted. You will see small colored squares around the edges showing that your 
have selected it. 


Move the mouse to the small square at the top left and hold and drag the form into 
position. 


Forward this guide to your friends, email it, twitter it, blog it, 
review it http://access-databases.com/ 


If you right click the sub form and select properties you will notice that Access has 
understood that you want to link the forms together via the CustomerID fields that we 
set up in the customer and sales tables. The properties are Link Child Fields and Link 
Master Fields. If the field names were different we may have to link them manually in 


the properties. 


) Subform/Subreport: tbiSales 
Format | Data | Event | Other al ] 


A AET anit 
Source Obje as ss aaa aiaa frmSales 
Link Child Fields.......... CustomerID 
Link Master Fields........ CustomerID 
Status Bar Text.......4. 

Nisibl@ss: ea nana Yes 

Display When... .. 0.0 eee Always 
Enabled aon sana inanan Yes 

lockad EAA No 


Run this form to check out how it looks. To do this go to the ‘View’ menu and select 
‘Form View’ 


View Insert Format I 
(BE Design view 


Datasheet View 


Properties 
Tab Order... 


ÜY Code 


You will see something similar to the following display 


CustomerID; 
First Name: 
LastName: 


Ade 


0207 543 9400 


Email: jsmith@hotmail.com 
Web: www, anysite.com 


P= OrderlD OrderNumber 
>| 


1 


Record: ujiji 1 > [ouf>+] of 1 
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Try entering an order number, date etc into the fields of the sub form. Don’t enter 
anything into the CustomerID field. Access will update this field automatically. 


You can move to the next line after each entry is complete 


Obviously the form needs some tidying up as we can’t see all of the sub form at 
present, but you get the idea of how to create a simple system. 


Now save your work 


ADD A BUTTON TO MOVE TO A NEW RECORD 


We could use the record selectors at the bottom of the form to move to each record, 
but it is nicer to have a visual button which we can click. 


Go back to the design view of the Customers form. 


At the menu bar select the toolbox icon z 


Make sure the toolbox wizard icon is pressed 


DA 

Aa at contro 
AOR A 
Ee EA = 
= 1 & 
DIELA 


Now select the command button icon 


Move your cursor to the main form and click. 
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You should see the wizard box appear. If you don’t see this is it is because the 
command button in the wizard toolbox was not pressed down. Go back and do this if 
you need to. 


What action do you want to happen when the button is 
pressed? 


Different actions are available for each category. 


Categories: Actions: 

‘Record Navigation i 

Record Operations Find Record 

Form Operations Goto First Record 
Report Operations Goto Last Record 
Application Goto Next Record 
Miscellaneous Goto Previous Record 


Cancel | = Back Finish | 


We want to select the left box option ‘Record Operations and the right box option of 
‘Add new record’. 


Record Navigation 
Record Operations 


Delete Record 


Form Operations Duplicate Record 
Report Operations Print Record 
Application Save Record 
Miscellaneous Undo Record 
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Now click the ‘Next’ button and you will see the following 


Lommand Button Wizard 


Do you want text or a picture on the button? 
If you choose Text, you can type the text to display. IF you 
AddiRecord choose Picture, you can click Browse to find a picture to display. 


Browse... | 


Cancel | 


Make sure you click the small button that says ‘Text’. 


You can change the text from Add Record to something else, but I will leave it as it is. 
Now click ‘Next’ 


It will ask if you want to give the button a meaningful name. This is not always 
necessary so | will click “Finish’. 


What do you want to name the button? 


4 meaningful name will help you to refer to the button later, 


a 


That's all the information the wizard needs to create your 
command button, 


T~ Display Help on customizing the button. 


Cancel | < Back | Next > | [ens | 


You will now see a button on the form 
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Run the form — Select the ‘View’ option on the menu and then ‘Form View’ 


view Insert Format T 
Bg Design View 
Form View 


Datasheet View 


Properties 
Tab Order... 


a Code 


Click the new button you have added and the form fields will move to a new blank 
record for you to enter information. 


CustomerID: (AutoNumber) 


m 


Email: 


Web: 


A OrderiD OrderNumber ProductNumber 
> | 


(AutoNumber) 


Record: 14| 4 | 19 [or [>| of 1 


ue 
Stevens 


11 West Cliff 


New Place Add Record 


Email: 


Web: 


| | OrderiD OrderNumber ProductNumber | Notes | 


>| 4 3 XYZ 001945 
AutoNumber) 3 


Record: [af] > ! > [ot lr] of 1 


The selectors at the bottom tell you how many records you have 


| have now added an additional field to the sales table called ‘Price’. 
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We will use this field to enter product price data on the subform. Ideally we would 
want to create a dropdown which selected the product and automatically dropped the 
price in the subform, but | will show how this is done in another tutorial. 


So now our screen looks as follows: 


11 New High St Add Record 
0207 543 9400 


Email: jismith@hotmail.com 


| _|OrderlD| CustomerID] OrderNumber| OrderDate| ProductNumber | Price | Notes | 
|| f 48c123 21/02/2003 4566 32.4 Despatched today 
o 1 21345 23/05/2007 92899 11.99 
A 1 434354545 21/08/2007 9390000 125.76 
* | Number) 


1 0 
Record: “i< |f Ï > [or [r+] of 3 


CREATE A QUERY 


We can use a query to get different views of data. Go back to the database window 
and select the ‘Query’ tab. Click the ‘New’ button and select ‘Design View’. 


gŒ db2 : Database = loj x| 


Create query in Design view 


Tabie: Create query by using wizard 


Queries 


Forms 
New Query 
Reports 


Pages Simple Query Wizard 


Crosstab Query Wizard 
Find Duplicates Query Wizard 
Find Unmatched Query Wizard 


Macros 


Modules Create a new query without 
using 4 wizard, 


E3 Favorites 
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You will now see a list of tables we created earlier. 


Show Table 2x) 


Tables | Queries | Both | 
Close | 


tblSales 


Select each table and click the ‘Add’ button. 


Each table will appear in the query designer. Click the ‘Close’ button when you are 
done. 


You will notice that the tables are linked via CustomerID. This is because once again 
Access recognises fields with identical names and assumes it is the primary and 
foreign key. 


a=! Query1 : Select Query 


SSE a XY 
Field: | 
Table: | 0 o 
Sorts} 
Show:{ CT CT 0O | O 


Criteria: 
or: 


In the customers table double click the FirstName and LastName fields. You will 
notice these fields appear in the grid. Double click the OrderDate, ProductNumber 
and Price fields from the Sales table. These will also appear in the grid. 


, 2| 
Click the Run button at the top menu == 
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Depending on the number of records you added to the system you will see 
something similar to the following: 


[FirstName | LastName | OrderDate [ProductNumb| Price | 


Smith 21/02/2003 4566 


smith 23/05/2007 92699 


Smith 21/08/2007 9390000 
West 21/01/2007 093848 
West 09/04/2001 673737 
Stevens 001945 


We can see for example that John Smith made 3 purchases. 


Although this gives us a quick overview we can also get a more useful picture by 
grouping data. 


[BE~ 


Click the design button 
designer. 


on the menu. This takes us back to the query 


Remove the OrderDate field by clicking the b 
highlights. 


in the name until the column 


FirstName 
tblCustomer 


OrderDate ProductNumber 
tblCustomer tblSales tblSales 
fe ell 


Now press the ‘Delete’ key on your keyboard 


Do the same with the ‘Product Number’ field 


You should now be left with a display as follows: 
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a=! Query1 : Select Query 


OrderNumber a 
OrderDate 


ProductNumbe 
Notes 
Price = 


E e 

Field: [FirstName [LastName [Price | 
Table: |tblCustomer tblCustomer tblSales 

Ee eee eee 


Sort: 
Show: 
Criteria: 
or: | 


We now want to group the names and sum so that we can get an overall total for 
each person. 


On the menu bar click the grouping button z| 


Your grid will now show 


Field: [FirstName [LastName [Price Si 
Table: 
Total: 
o D ee 
Show: 


Criteria: 
or: | 


We can see that all fields now have a grouping. We want to sum the ‘Price’ sqlumn 
though so click into the ‘Total’ box for the price and change it’s Group By to Sum. 


You should now have 


Field: [FirstName [LastName [Price | 
Table: |tblCustomer tblCustomer tblSales 
[Sum i 


Total: [Group By  (GroupBy Sum 


Criteria: 
or: | 


$ 
Now click the Run button = on the top menu 


We can now see that the data has been grouped for each person and we geta 
running total of what they have purchased. 


LastName SumOfPrice 
Vest 
Smith 170.15 


Sue Stevens 19.99 


FirstName 
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If you only want to see totals for individuals you can do this also. 


Go back to the design view of the query and enter the first and last name into the 
grid. 


FirstName 
LastName 
Address1 


mimi 


l] 

Field: 
Table: |tblCustomer tblCustomer tblSales 

Sum i 


Total: 
Sort; 
Show: 
Criteria: 
or: 


You don’t need to enter the quotation marks as MS Access will automatically do this. 


Click the ‘Run’ button and you should see and individual total record 


| FirstName | LastName | SumOfPrice | 


> | John Smith 170.15 


If you now save your query you can create a report based on it. Queries are a very 
powerful feature of MS Access and are great for reports. 


| hope | have given you some useful tips on how to get started with MS Access and 
what can be achieved. | cover things in greater detail in further ebooks and videos. 


Access is a very powerful database tool and one that can take your business 
forward. 


Forward this guide to your friends, email it, twitter it, blog it, 
review it http://access-databases.com/ 


HINTS AND TIPS FOR CREATING ACCESS DATABASES 


When adopting a strategy in designing your Access Database it is worth considering 
a few important points 


e Using the in built Wizards you can create quick simple solutions. Wizards are 
very powerful in MS Access. For more powerful customisable solutions you 
should think about using VBA programming code. 


e Try not to embed too many photos in your database. If possible do not embed 
any at all. They will bloat your table and database. The best way to show 
images on your forms are to provide a link to them. Store them on your hard 
drive or server and link to them. 


e If you want to show a lot of text the best data type to choose is 'Memo'. Use 
these sparingly though. | tend to have a field called 'Notes' on my forms and 
bind it to a table field with data type of 'Memo'. 


e Try to give your object meaningful names. It will make maintenance easier in 
the long run. For example try not to name tables as table1 or queries as 
JohnsQuery or Query1 etc. The same goes for any object type. 


e Indexes can speed up searches on your tables, but can also slow updates so 
use indexes sparingly. 


e Normalise your tables so that there are no repeating records. You will 
increase the efficiency of your database . 


About the author 


Paul Barnett is an Access developer from London, UK 
and has been developing software for 15 years. He has 
sold his products all over the world including to 
companies such as IBM and MCI Worldcom. 


He believes in the power of simplicity and that the system 
should only do what the user asks for. It should not 
include features that were never asked for. 


“I believe software should empower the user so that they 
are able to go in and change it whenever they like. | 
always look at it from the user points of view and not the 
programmers. Give them what they want. Keep it simple 
yet powerful.” 


Email him at: sellwindowsmedia@yahoo.com 


For FREE Access ebook and videos click here 
http://access-databases.com/ebook 
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Top Selling Products Currently Available At Unbeatable Prices 


Click here to download the Access 
Database Jumpstart course. 


http://access-databases.com/tutor/ 


16 full color videos and 73-page pdf 
Access Database Getting Started 
Training Manual. Contains a wealth of 
information and useful hints and tips on 
how to create an Access Database. 
Experience a fresh approach to learning 
with the aid of a valuable reference 
manual and a video tutorial that talks to 
you in plain English. 


ah 
zs Helpdesk Elite 
‘Suitable For MS Access 


Click here to download the free trial to Microsoft Access 
Helpdesk Ticket software 


http://accessdatabasesystems.co.uk/Helpdesk.aspx 


Manage and support your computer department needs. 

Helpdesk Elite is a ticket system that handles all your computer department needs. 
Don’t take my word for it. This system will has been used by IBM among others and 
can rocket your business efficiency. Take your business to new heights and get 


organised now! 


‘a Human Resources 
£ E Timesheet 
i ‘Switable For MS Access 
= 


Click here to download the free trial to Microsoft Access 
Timesheet software 


http://accessdatabasesystems.co.uk/timesheet.aspx 


Human Resources Timesheet is suitable for a small or a medium sized business as 
well as being designed to work with your existing Microsoft Office products. A simple 
solution to monitor staff attendance and improve efficiency. Automate those paper 
timesheets and get your business moving. 


ti 


Click here to download the free trial to Microsoft Access 
Staff Management software 


http://accessdatabasesystems.co.uk/pims.aspx 


Manage all your staff personnel functions. This top selling system can record 
attendance, training courses, create appraisals, medical information, employee 
personal information, job details, travel details, employment and salary record etc. 
This is exactly what you’ve been looking for. 
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= Invoice And Quotation Click here to download the free trial to Microsoft Access 


> Billing Invoice Billing Software 


http://accessdatabasesystems.co.uk/billing.aspx 


What if you could finally easily create invoices or quotations for your clients? Well 
now you can by using the user friendly, yet powerful interface features of this 
software. You can also easily customize the invoice and quotation print out to your 
requirements. Take orders instantly and take care of your business. 


Human Resources Click here to download the free trial to Microsoft Access 
í Annual Leave Attendance Leave Attendance software 
oe http://accessdatabasesystems.co.uk/attendance.aspx 


The ultimate time saver is here. Human Resources Annual Leave Attendance is a 
simple solution designed to keep track of staff personnel annual leave taken. This 
product is a super bargain and is selling like crazy. 


Staff Interview And Skill Builder | |Htaryiew software 


Suitabte For MS Access: 


Sey  HumanResources Click here to download the free trial to Microsoft Access Staff 
á basi! i à 


http://accessdatabasesystems.co.uk/Accessinterview.aspx 


This is unlike anything you've ever seen before. Record and monitor candidates 
details for interview. Record education, skills, view resume, previous employers, 
agency details, interview tests. Outlook compatibility Use the skill builder to quickly 
filter out suitable candidates for jobs. This system will become a tremendous asset 
to your business. 


Click here to download the free trial to Microsoft 
Access Contact Management system 


ontact Management 
o l http://accessdatabasesystems.co.uk/contact.aspx 


Suitable For MS Access 


Do you ever wish you could keep all your contacts in one place? Now you can keep 
all your personal and business contact details in a contact management Access 
database. Record online messenger (yahoo, msn) details, profession, department, 
job title, notes etc. Quick follow up screen allows you to record a diary entry. Search 
and filter your contacts. Print reports of a single contact or all contacts. 
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